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Getting Started

Loan lock availability: unavailable before 10 a.m. on the first business day of the quarter.

Silverlight

Silverlight is a “plug-in” for Internet Explorer and is required to use the Loan Commitment System. A
best practice is to clear your Silverlight cache once a day before registering your loan in the
Commitment System. Use the following steps to complete this process:

1. Click on the Start menu of your Windows Desktop and use the search function to locate the
Silverlight program (shown in both screenshots):

Microsoft Office 2007 Microsoft Office 2010
All Apps Documents Settings Web M ;\.E N
| ettty

Microsoft Silverlight
App

Search the web

jel silverlight - See web results
L silverlight download
jel silverlight test

P silverlight install

P silverlight update

L silverlight plugin

R N R ¥ v

jel silverlight windows 10

- See more results

[ sitverlight x| [ shut

2 silverlight] )
s | O

2. The Microsoft Silverlight Configuration Window will appear. Click on Application Storage tab.
3. Click on Delete all then click OK.
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' .
» Microsoft Silverlight Configuration u

| About | Updates | Playback | Webcam / Mic | Permissionsf Application Storage

The following Web sites are currently using application storage on your computer,
Mare information
Web site Current (ME) Quota (ME)
https: {fmhfa.mortgagecadence. com/ 24.1 40.0
https: {fmhfastaging. mortgagecadence. com/ 23.0 40.0
H |
Enable application storage I Delete all... l

Ok ]l [ Cancel ]

4. A confirmation box will appear, asking if you would like to remove storage for all Web sites.
Click Yes.

Microsaft Silverlight [

Delete application storage for all Web sites?

This may change or reset the behavior of Web sites that use application
storage and will remove assodated user data.

R4

My

Silverlight

5. Launch the Minnesota Housing Loan Commitment System.
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6. Click Yes for “Do you want to increase available storage?”

Do you want to increase available storage?

The following Web site is requesting more application storage space on
your computer,

Web site: https://mhfa.mortgagecadence.com
Current usage: 0.0 MB

Slﬁer||g ht Requested size: 40.0 MB
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Uploading a Fannie Mae 1003

You have two ways to enter a loan in the Commitment System. Uploading the 1003 will populate most
fields in the Commitment System, but you should review the fields before locking to make sure the
information uploaded correctly.

Note: The Commitment System only works in Internet Explorer

1. Click on the Import icon.

'.' Minnesota Housing Finance Agency

-
B2y Q Announcements \
Title Message
4
My Tasks

Pipeline Vista

Announcements

2. The Import Loan pop up window will appear. Click the File Type drop down and select FNMA.

Import Loan 25
File Type - |

Mapping Set Loan Configuration

Import file Llapping Sets Browse...

— Jpdate fBouwve coan ) FHMA ﬂ

* | Borrower Center
'#) Insert into New Loan MISMO 2.3.1 Closing
) . 2.6 Appraisal Response

_J Allow Mapping Set to determine update ol

Loan Status | - |

Client | Client Se ection Q |

Channel | |

Operations Center | - |

OK Cancel
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3. Click on Browse.

File Type

Import Loan 3

Mapping Set | |

Import file | >| Browse... ‘

| FNMA - |

4. Locate the 1003 you want to import.

Note: Keep the file type as FNMA Import/Export (.fnm). The system only accepts .fnm

extensions.
@U !- Desktop » o]
Organize ¥ New folder =y 0 @
l'.’-.’ Wind: 4 Name Size Item type Date modified =
o DVDF ‘
o= 2 || DODU-Case5-Import.fam 5KB FNM File 4/15/2019 7:41 AM |
ocul
= MEEL @) Forms - Shortcut 2KB Shortcut 8/2/2018 3:39 PM
= i 1 [@ SFBSPSRequest Form - Shortcut 1KB Shortcut 12/20 05 AM
cco
= Ad | Seating Assignments, Conference Rooms, Phone and ... 1KB Internet Shortcut 9/27/2017 8:25 AM =
mi| =
= PN [} . _Temporary PDFs File folder 2/23/201912:51 PM
I
= pr \ Clean up before we go live File folder 2/19/2019 7:47 AM
ome
L"] £ . Lender Set-up ELC File folder 1/23/2019 3:20 PM
niorr
= Leaal . Job Audit File folder 4/16/2018 7:08 A |
ega
= Mg' ) (2l] Agency Letterhead 2KB Shortcut 9/11/2017 10:06 AM
= B % ‘\ﬁ Network
== Datably 'l Camniter -~
File name: DODU-Case5-Import.fnm v I FNMA Import/Export (.fnm) v II
Open IVI Cancel

5. Click Open.
e Complete the remaining fields:

o

O
O
O

Loan Status (Select Registered)

Client/Lender (Select your company)

Channel (will automatically be selected based on your company)
Operations Center (Select Correspondent Ops Center)
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6. Click OK.
o See Example of filled-in Import Loan screen below:

Import Loan E5

File Type | FHNMA -

|
Mapping Set | |
|

Import file | DOoDU-Cases-Import.fim

() Update Active Loan

®) Insert into New Loan

() Allow Mapping Set to determine update or insert

Loan Status ) | Registerad - |
Client ) | Deerwood Bank a |
Channel I ) |Hc|me Improvement - |
Operations Center ) ICDrrespondent Ops Center - l

7. After clicking OK the system will import the file.

Import Loan Z
File Type FNMA d
Mapping Set
Import file DODU-Cases-Import.fnm Browse...
#* Insert into New Log ]
Loading Loan...

Loan Status -
Client Deerwood Bank a,
Channel Home Improvement -
Operations Center Correspondent Ops Center o

)4 Cance
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8. After the 1003 has been successfully uploaded you will be brought to the Loan Summary —
Homeownership Screen. You will now have a Minnesota Housing Loan number to reference.

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Improvement
True & Certify - Home Improvement
Products and Pricing Validation
Borrower Information - Home Improve:
Demographic Information

Property & Loan Information - Home In
Repairs & Funds

Funding Details

Dates

Mortgagors

Final Documents

Document Tracking

Servicer Information

Underwriting Conditions

Quality Control

Seasoned Home Improvement

Home Improvement Base Rates

Loan Tasks

Status History

Home Improvel

Firstimer, Alice

Loan Information

Loan Summary -

Add Application

ment

4000005483 | Registered | New

Program
Loan Amount

P&l

Does the First Mortgage
Contain a Balloon
Payment?

cuv [

+ | Product
L |57,900.00

Term (Months)

302.03 Is This a Contract For

Deed?
O Yes O No
Payment
| AcH v

Cancel Loan

Change Pricing

Borrower Information

Date of the Balloon

Secured / Unsecured

(] Loan Cancellation Reason

O Re-Lock HI Loan

()}

| Products and Pricing

L

() Yes () No

| mm/dd/yyyy

First Name
Middle Name
Last Name
Name Suffix
SSN

Marital Status

Will Occupy Subject
Property
Date of Birth

Phone Number
TransUnion
Experian
Equifax

Borrower Credit Score

Alice
|
Firstimer
L
991-91-9991

S -
(@) Yes () No

mm/dd/yyyy 6
I
L
L
L
L

&
-]

Lock Expiration Date
Interest Rate

Contract for Deed Holder

Is The Property Subject
To a Reverse Mortgage?

Lien Type

—

Borrower

mm/dd/yyyy 5
4.7500%

First Name
Middle Name
Last Name
Name Suffix
SSN

Marital Status

Will Occupy Subject
Property
Date of Birth

Phone Number
TransUnion
Experian
Equifax

Borrower Credit Score

O Yes () No

mm/dd/yyyy

o

9. Complete the application by clicking on the ellipsis (...) (This launches the Product and Pricing

B Q

Firstimer, Alice

Loan

Loan Summary -
Home Improvement

Add Application

Wizard

)

4000005483 | Registered | New

My Tasks ¥ o .

\f Program v | Product Products and Pricing ock Expiration Date mm/ddfyyyy |6
Pipeline Vista
Announcements Loan Amount W |57,900.00 Term (Months) Interest Rate 4,7500%

SRS P&l 302.03 Is This a Contract For () Yes () No Contract for Deed Holder
Loan Summary - Home Improvement. Deed?
True & Certfy - Home Improvement Does the First Mortgage () Yes () No Dateof the Balloon | mm/ddyyyy 75 1sThe Propety Subiect () yes () o
Products and Pricing Validation Contain a Balloon Payment To a Reverse Mortgage?
i Payment?

Borrower Information - Home Improvel
Demographic Information cLv ‘ ‘ ACH v Secured / Unsecured v Lien Type | v
Property & Loan Information - Home In Cancel Loan L Loan Cancellation Reason v
Regalns Gy Change Pricing L Re-Lock HI Loan | |
Funding Details
Dates Borrower Borrower
Mortgagors First Name Alice First Name i
Final Documents | Middle Name Middle Name
Document Tracking Last Name IFirstimer Last Name
Servicer Information Name Suffix Name Suffix i
Underwriting Conditions s 991-91-9991 SN

uality Control . — : T
sty Marital Status v Marital Status v
Seasoned Home Improvement ’ . .

Will Occupy Subject () Yes () No Will Occupy Subject (J Yes (J No
Home Improvement Base Rates Property Property
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10. Start by selecting the Loan Officer’s name from the drop down. Then go through each section by
using the Next button to complete the following sections: Borrower Information, Demographic,
and Property & Loan Information. (If you're unable to see the Back and Next buttons please
adjust your “zoom” on Internet Explorer. This may be necessary if you're using a laptop.)

Products And Pricing Wizard

Client Selection
i i Client / Branch Selection

Client Selection

Home Improvement ¥ | Op Center® Correspondent Ops Center  ~

Borrower Information - Home Impr
Loan Officer - lender Loan Number | |

Demographic Information

Property & Loan Information - Hom

Repairs & FUnds
Product Validation
Product Selection

<] Back =] save and Exit <) Cancel
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New Loan Setup (Manual Loan Entry)

Note: Follow these steps if you prefer to enter all fields into Minnesota Housing’s Loan Commitment

System manually (not using the 1003 upload).

1. Click on New in the upper left corner.

]

Announcements
Pipeline Vista
My Tasks

2. Click on the New Loan icon.

Pipeline Vista

Announcements
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Client Selection
On the Client Selection screen, the following information must be entered:
Client/Branch
e This will auto-populate with the name of the Lending Partner.
Channel
o The drop down will display Minnesota Housing programs in which the Lending
Partner participates.
o Select Home Improvement
Ops Center
e Select Correspondent Ops Center
1. Loan Officer is a required field and Lender Loan Number is an optional field.

Products And Pricing Wizard

Client Selection
Wizard Navigation

Client [ Branch Selection

Client Selection

Client / Branch®*  MHFA - 004 & | Channel®

Home Improvement ~ | Op Center* Correspondent Ops Center

‘Bear, Yogi v Lender Loan Number ‘ |

8 Information - Home Impro
orrower Lnrormation ome Ilmpro Loan Officer

Demographic Information

Property & Loan Information - Home
Repairs & Funds
Product Validation

Product Selection

2. To continue, use the Back and Next buttons on the bottom right of the wizard. If you need to jump
to a specific section, you can use the Wizard Navigation menu on the left side of the screen.

Products And Pricing Wizard
Client Selection

Wizord Natigation, Client / Branch Selection

Client Selection . r )
2 ¢ 2 Client / Branch® | MHFA - 004 Q| Channel® Home Improvement  + | Op Center* Correspondent Ops Center ~
Borrower Information - Home Impro
Loan Officer Bear, Yogi + | Lender Loan Number

Demographic Information
Property & Loan Information - Home
|| Repairs & Funds
Product Validation
Product Selection

2] Back | L= Next [=] save and Exit ) Cancel
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Borrower Information

MINNESOTA HOUSING

Select Next to complete the Borrower Information screen:

— HOME IMPROVEMENT SYSTEM GUIDE

Products And Pricing Wizard

Borrower Information - Home

Wizard Mavigation

Client Selection

Borrower Information - Home Impro

Demographic Information

Property & Loan Information - Home

Repairs & Funds
Product Validation
Product Selection

1. Complete the fields on the screen. You must use the scroll bar to scroll down to enter the household

size, income and ratios.

Products And Pricing Wizard

Borrower Information - Home Improvement

Wizard Navigation Borrower Information

Client Selection N
Borrower Information

Borrower Information

Borrower Information - Home Impro

Are There Cosigners For This Loan?

l u vl

Credit Score (All
Borrowers)

Demographic Information First Name First Name | |
Property & Lean Information - Home, Middle Name Middle Name
Repairs & Funds Last Name Last Name | |
Product Validation Name Suffix Name Suffix ‘ |
Product Selection

SSN SSN

Marital Status. - Marital Status | |

will Occupy Subject ) Yes () No Will Occupy Subject O Yes O No

Property Property

Date of Birth mmydd/yyyy (25 Date of Birth [rmiddrvyyy (23 =

Phone Number | Phone Number |

TransUnion TransUnion

Experian J Experian |

Equifax | Equifax |

Borrower Credit Score Borrower Credit Score

No Credit Score No Credit Score ]

Check this box if there are mere than two borrowers. Add an application for those additional borrowers from the loan summary screen.

LJ

If using this system to generate Mortgage documents: click here to enter additional interested parties.

-

O

<] Back o> Next [] save and Exit ) Cancel

Required fields in this section are:

e Borrower First Name °
e Borrower Last Name °
e Borrower SSN

e Will Occupy Subject Property

e Date of Birth .
e  Phone Number .

Credit Score

Calculated Annual Minnesota Housing
Eligibility Income Monthly Qualifying
Income

DTI

Household Size

Tip: When entering dates on the screen, use the right arrow or / on your keyboard to avoid using the

mouse.
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2. Ifthere is a cosigner for the loan, place a check in the box checkbox and continue. If checked this will
populate an additional field in the menu.

Check this box if there are more than two borrowers. Add an application for those additional borrowers from the loan summary screen.

Are There Cosigners For This Loan? ]

If using this system to generate Mortgage documents: click here to enter additional interested parties. ]

L
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Demographic Information

Products And Pricing Wizard

Demographic Information
Wizard Navigation

Client Selection

Borrower Information - Home Impro

Demographic Information

Repairs & Funds
Product Validation
Product Selection

Froperty & Loan Information - Home

1. Demographic Information is the next screen. All fields in this screen are required (Ethnicity, Sex, and

Race).

e This screen requires scrolling up/down, as well as left/right to navigate.

e Once all fields are completed, select Next to move to the next screen.

Products And Pricing Wizard
Demographic Information
Wizard Navigation
Client Selection
Borrower Information - Home Impro
Demographic Information
Property & Loan Information - Home
Repairs & Funds
Product Validation
Product Selection

] ] »
4

Demeographic Information of the Borrower

Ethnicity: Check one or more
[[] Hispanic or Latino

Puerto Rican [] Cuban

[| Mexican O
[| Other Hispanic or Latino - Print origin:

For example: Argentinezn, Colombian, Deminican, Nicsraguan, Salvadorian, Spanizrd, and 5o on.

[] Mt Hispanic or Latino

(] Female

(] Male

Demeographic Information of the Co-Borrower

Ethnicity: Check one or more

(1 Hispanic or Latino
(1]

Race:  Check one or more

[ American Indian or Alaska Native - Print name of enrolle

N

[] Asian
[] Asian Indian [] Chin
[} Japanese O Kere_

(] Other Asian - Print race:

For example: Hmong, Laotian, Thai, Pakistani, Cambodiai

[| Black or African American

] Native Hawaiian or Other Pacific Islander
[[] Mative Hawaiian [] Guamanian o

[[] Other Pacific Islander - Print race:

For example: Fijian, Tengan, and sa on.

O White

Race:  Check one or more

[ American Indian or Alaska Native - Print name of enrolled | ™
v

<] Back I 2> Next I: Save and Exit

<) Cancel

e If the cosigner box was selected on the Borrower Information screen, the next button will take

you to the Cosigner Page.

e If there is no cosigner, the Next button will take you to the Property & Loan Information screen.
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2. Enter the Cosigner information, if applicable:

Products And Pricing Wizard

Cosigner
Wizard MNavigation
Client Selection
Borrower Information - Home Impro
Demographic Information
Cosigner

Property & Loan Information - Home
Repairs & Funds

Product Validation

Product Selection

Cosigners

Do not enter Borrowers or those who will sign the Mortgage document.

Cosigners must sign the Note only. They are responsible for making loan payments but they are not on the property title.

First Cosigner
Cosigner First Name | Cosigner Middle Name

Cosigner Suffix

Cosigner Street Address

Cosigner City | Cosigner State

Cosigner Credit Score

Second Cosigner

Cosigner Last Name

Cosigner Zip Code

Cosigner First Name | Cosigner Middle Name

Cosigner Suffix

Cosigner Street Address

Cosigner City

Cosigner State

Cosigner Credit Score

Cosigner Last Name

Cosigner Zip Code

] Back L2 Next | Save and Exit

“) Cancel

3. Select Next to navigate to the next screen: Property & Loan Information — Home Improvement.
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Property & Loan Information

Products And Pricing Wizard

Property & Loan Information
Wizard Navigation
Client Selection
Borrower Information - Home Impro
Demographic Information

Cosigner

Property & Loan Information - Home

Repairs & Funds
Product Validation
Product Selection

1. Complete the Property & Loan Information Screen.

e The required fields in Subject Property Information are:

Property Street
Property City
Zip Code

County

State

Property Type
Number of Units
Estate Held In
Year Built

e The required fields under Loan Information are:

Program

Secured/Unsecured

Lien Type

Loan Amount

Loan Term

CLTV

Does the First Mortgage Contain a Balloon Payment
Is the Property Subject to a Reverse Mortgage

Select an option in the ACH field, which may affect loan pricing depending on product
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11/14/2019



MINNESOTA HOUSING — HOME IMPROVEMENT SYSTEM GUIDE

Products And Pricing Wizard

Property & Loan Information - Home Improvement

<] Back

Wizard Navigation Subject Property Information
Client Select
lent Selection Property Street 123 Happy Street |
Borrower Information - Home Impro E—— ot ot
Property Cif - | zipcode  [ssi02 | County  [mamsev < | smte  [mn~
Demagraphic Information Y St Paul 222 ] [Ramsey 7 (R
PSS NS | Census Tract Target/Non Target ~ | Property Identification
L ———— Number (PID)
R & Fund
epairs & Funds Property Type Single Family Detached = | Units 1| YearBuilt B il B Get i Fee Simple e
Product Validation
Property Value Valuation Method -
Product Selection N |
Legal Description
Loan Inf
Program Fix Up « | Secured / Unsecured secured ~ | Lien Type subordinate  ~
Loan Amount 10,000.00 Term (Months) [120 | v 6000 | At [non-acr ~ |
Is This a Contract For Deed () ves () No Contract for Deed Holder
Does the First Mortgage Contain a Balloon Payment? () Yes (#) o Date of Balloon Payment | mm/dd/yyyy | 2
Is The Property Subject To a Reverse Morigage? () Yes (#) No

(5> Next

[=] save and Exit

) Cancel

3. Select Next to go to the Repairs and Funds screen.
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Repairs and Funds

Products And Pricing Wizard

Repairs & Funds
Wizard Navigation
Client Selection
Borrower Information - Home Impro
Demographic Information
Property & Loan Information - Home
Repairs & Funds
Product Validation
Product Selection

1. The Repairs & Funds screen is completed next.
a) Inthis section, enter the amount of Repair Types and Cost Breakdown. The total of these
amounts should equal the loan amount plus any supplemental funds.
b) If you are layering the loan with additional funds, include the type and amount of
Supplemental Funding in the second column:

Note: Funds type (Borrower contribution, gift, etc.) must equal the total of supplemental funds section.

Products And Pricing Wizard

Repairs & Funds
Wizard Navigation Disclose Repair Types & Cost Breakdown Disclose External Funding ing The Subj i Housing Loan -

Client Selection Indicate the cost for each applicable repair (Do not include the subject loan proceeds) Indicate the amount for each applicable source of funding

Borrower Information - Home Impro| | Accessibility Borrower Contribution

Demographic Information

Air Conditioning FEMA
Property & Loan Information - Home )
e Closing Costs Gift
|BepaiEm s hunds |
- Demolition Cost:
Product Validation st
Product Selection Doors Insurance Proceeds
Electrical SBA

Exterior Finishing Weatherization

l
|
|
Grant |
|
|
|
|

Foundation Other Supplemental Funds

Source

Garage

J

J

J

J

J

|

J

J

J Other Minnesota Housing | |
| Financing (in addition to the
J

J

J

|

J

J

J

|

m

Heating & Ventilation

Insulation subject loan)

Total of Supplemental Funds

Landscaping

Lead Abatement

Mold Remediation

Plumbing

Radon Mitigation

Roofing

Siding

Site Preparation

Soft Costs

|
|
l
l
|
|
l
|
|
|
|
Interior Finishing |
|
|
l
|
|
|
L
l
|
|

Structural Additions & Alterations.

Windnwe |
< n >

<] Back l L>> Next l Save and Exit ) Cancel

2. Select Next to go to the Product Validation screen.
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Product Validation

Products And Pricing Wizard

Product Validation

Wizard Mavigation

Client Selection

Borrower Information - Home Impro

Demographic Information

Property & Loan Information - Home

Repairs & Funds
[ Product Validation

Product Selection

3. Inthe Product Validation Screen, select 60 days under the lock period column

Term and Rate types will be auto-populated.
4. Click the Run Eligibility icon.

. The Mortgage Type,

Products And Pricing Wizard
Product Validation
Wizard Navigation X Eligibility Criteria
Client Selection Mortgage Types Terms Lock Periods Rate Types
Borrower Information - Home Impro
[ Conventional [ | 5vear [11s [+] Fixed
Demographic Information [ FHa [¥] 10 vear 30 [ ] arm
Property & Loan Information - Home| | || ya [ ] 15 Year [Jas
Repairs & Funds || usDA/Rural Housing Service  [_| 20 Year |1 80
 Product Validation ||| bl Portfolio | 25 Year Iso
Product Selection L_=ohieny || =2
[ 180
Loan Information Loan Characteristics
Borrower Goal - Assumable ~ | Prepay -
Target Price 100 Demand Feature ~ | Construction -
Monthly Debt $0.00 Finance Charge Refundable| ~ | Buydown -
Monthly Income $0.00 Convertible -
Annual Taxes $0.00 Late Charge .
Annual Insurance $0.00 _
Interest Only -
Monthly HOA
i Balloon -
Waive Escrows 1
3} Run Eligibility Cancel
Eligibility Results 0/0 * Taxes and insurance not included on second lien loans.
] only Show Selected Sorting: PITI (g} Rate(gg) APR (g Fees (g Cash to Close (3
A Valid Products (0/0)
) Conditionally Valid Preducts (0/0)
¥ Invalid Products (0/0)
4 m 3
<] Back (5> Next [=] save and Exit

<) Cancel

If all information is entered accurately, a list of valid products will appear.

If the validation fails, errors will be listed under the Invalid Products. Cl
under the product you are using to view a list of the errors.
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Products And Pricing Wizard

Product Validation

Wizard Navigation ] 180 N
Client Selection Loan Information Loan Characteristics
Borrower Infermation - Home Impro Borrower Goal v J FeaTEe \ v | Prepay { . J
Demographic Information N il
orap Target Price 100 Demand Feature [ ~ | Construction | M
Property & Loan Information - Home: 1
i Monthly Debt $0.00 | Finance Charge Refundable| v | Buydown L M
Repairs & Funds Monthly Income $0.00 Convertible .
Product Validation L
Annual Taxes $0.00 |
Product Selection EEEHE: L Ml
Annual Insurance $0.00
Interest Only L v
Monthly HOA
Balloon | M
Waive ECrows J
#4 Run Eligibility Ccancel
N
Eligibility Results 9/9 * Taxes and insurance not included on second lien loans.
L only show Selected Sorting: PITI (%) Rately' APR(g Fees(yg Cashto Close (g
A Valid Products (0/9) =
=
#  Conditionally valid Products (0/9)
q 4 Invalid Products (9/9)
T A Accessibility Loan
Guideline grid evaluation failed: Validate the Loan Ameount entered.
Guideline grid evaluation failed: Accessiblity Repairs are required for the selected Product.
Guideline grid evaluation failed: ACH is not allowed for this product.
Guideline grid evaluation failed: 0139-00: Property Year Built is blank or appears to be incorrect. Please update in property information.
~ |_| City of Brooklyn Center 18
~) [ City of Crystal 18
¥ |_ City of Oakdale
v City of Richfield 17
~ | | Discount/VAS Select Cities 18
“ mn v v

<l Back o> Next E] Save and Exit “) Cancel

o Navigate back to the appropriate screens and correct the information entered. Then click
back to Product Validation and click the Run Eligibility button again. Repeat this process
until all errors are cleared.

Products And Pricing Wizard
Product Validation
Wizard Navigation v Eligibility Criteria
Client Selection
(4 Run Eligibility Cancel
Borrower Information - Homeowners
Demographic Information Eligibility Results 3/3 * Taxes and insurance not included on second lien loans.
Property & Loan Information - Home
[C] only Show Selected sorting: PITI (g Rate () APRIg) Fees(yg Cash to Close (g
Product Validation
Pricing T
Rate Lock ¥ [_| Fannie HFA Preferred Rate: 31.125% APR: 31.1302% Price: 101.5  PITI™: $2,728.20 Fees: $1,232.10 Cash To Clase: $6,227.15 Select View Pricing
Product Selection .
~ Invalid Products (2/3)
. n »
<] Back 12> Next | Save and Ex I “) Cancel

o Click on Select to select a valid product.
e C(Click on Save and Exit to leave the wizard.*
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*For Community Fix Up Loans Only
e After selecting a valid Community Fix Up Initiative, click Select, then click Next.
e  You will be brought to the Interest Rate and Term page.
o The product will default to the Community Fix Up initiative selected in the Product
Validation Screen.

o Select the correct Buydown Interest Rate (Note Rate) for the Community Fix Up
initiative (Note: the Buydown Factor, Buydown Cost, and Current Base Rate will remain
grayed out until the user saves the Buydown Interest Rate).

Products And Pricing Wizard

Interest Rate and Term For CFUL Subordinate Loans only - allows selection of rate and shows the Buydown factor and cost to the lending partner.

Wizard Navigation Interest Rate - Home Improvement

Client Selection product City of Crystal 18

Borrower Information - Home Impro
) . Buydown Interest Rate (Mote Rate)
Demographic Information

Property & Loan Information - Home Buydown Factor

Repairs & Funds Buydown Cost

Product Validation Current Base Rate w |

Product Selection

e C(Click on Save and Exit to leave the wizard.
e When exiting the wizard, the landing page will be the Loan Summary screen.

ra
Loan Summary -
Home Improvement 4000005452 | Registere | | Locked
Bear, Yogi Add Application
Loan Information
Program Fix Up v | Product Fix Up - | Lock Expiration Date ) o
Loan Amount '™ ‘20,000.00 Term (Months) 240 Interest Rate 4.7500%
P&I & 12924 Is This a Contract For () Yes (®) No Contract for Deed Holder l
Deed?

Does the First Mortgage () Yes (®) No Date of the Balloon mm/dd/yyyy 2'5 | Is The Property Subject () Yes () No
Contain a Balloon Payment To a Reverse Mortgage?
Payment?
CLTV 40.00 ACH ACH v Secured / Unsecured Secured v Lien Type Subordinate v
Cancel Loan UJ Loan Cancellation Reason | |

o At the top of the screen under the borrower’s name, note the Minnesota Housing loan number,
loan status (Registered), and lock status (Locked).

e Review the information for accuracy and make any changes, as needed.

e Screen navigation will appear on the left.

ELC_Lender_JobAid_HI_System_Guide 22 of 43 11/14/2019




— Minnesota Housing Finance Agency

ﬂj rrs

- ﬁ%‘

o)

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Improvement

True & Certify - Home Improvement

Products and Pricing Validation
Borrower Information - Home Improvel
Demographic Information

Property & Loan Information - Home In
Repairs & Funds

Funding Details

Dotac

Loan Summary -

Home Improvement

Bear, Yogi Add Application

Loan Information

Program lFiX Up v | Product

Loan Amount ™ iZ0,000.00 | Term (Months)

P&I G l 129.24 | Is This a Contract Fq
Deed?

Does the First Mortgage () Yes (®) No Date of the Balloon

Contain a Balloon Payment

Payment?

oLV 140.00 | AcH ACH v |  secure
Cancel Loan | Loan Cancellation Rg
Change Pricing U Re-Lock HI Loan L

Borrower Information

MINNESOTA HOUSING — HOME IMPROVEMENT SYSTEM GUIDE

Note: A loan cannot be locked and True & Certified on the same day. After the loan has closed, and after

the Rescission period (if applicable) has passed, the Lender can True & Certify the loan. For unsecured
loans, you must wait until the day after locking to True & Certify.
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MINNESOTA HOUSING — HOME IMPROVEMENT SYSTEM GUIDE

The Order Documents action enables you to order document packages and forms for a loan.

1. Inthe Actions menu in the upper right corner, select Order Documents.

Loan Summary -
Home Improvement

Ba

M| Combs, Sean | Comb,

Loan Information

SERM Squarepants, Sponge | Squirrel, Sandy ™

Actions  Save

4000005612 | Registered | Locked

'Add Application

My Tasks i o — ot
Pipelne Vista Fw
Announcements Loan Amount

Loan Summary - Home Improvement

True & Certify - Home Improvement Does the Frst Mortgage
Contain a Balloon

Payment?

(U Yes @ o
Products and Pricing Validation

Borrower Information - Home Improvel

Demographic Information v

Property & Loan Information - HomeTn | .1 co/y oan g

Repairs & Funds Change Pricing )

Funding Details
Borrower Information

o000 Term (Months) 00

Pal | [ | 16 This a Contract For

Re-Lock Hl Loan | |

Fix up h | Lodk Expiration Date

Interest Rate

47500% |

() Yes (8) No Contract for Deed Holder

Deed?

r;\rf;,’.dd;v}‘y\; - 1'5 15 The Property Subject

o  Reverse Mortgage?

Date of the Balloon
Payment

) Yes ¥ No

| Secured / Unsecured

‘VECCLrEd A Lien Type Subordinate. -

Loan Cancellation Reason

aducts and Pricing

Borrower Information

.

Dates
Mortgagors First Name First Name Jesca
Lock Extensions | biddle Name Middle Name
Final Documents Last Name Last Name: Combs
Document Tradking heE Mo i
Servicer Information . e PRy
Underwriting Conditions . :
Warital Status Marltal Status Unmarred v

2. The Order Documents dialog displays, as shown below. Click New.

| Oimew B eDelivery W eClosing I Distribute ) Create UCD Print & Ship | |2] Refresh |
Job 1d Package Name Comment. Date Submitted ¥ Date Generated Generated By eDelivery eClosing Distributed Contains CD Print & Ship  Package Statu UCD Queue Status
| Close
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3. The New Document Job Wizard dialog box will appear. Leave Internal document type selected and

click Next.
ey Y
“ Document Job Options
Options

Comment:(optional

Document Type:

|(® 1nternal

(_) Document Center
7 B

Options:

v

<l Back L=>> Next N <) Cancel

4. Adialog box with a list of available documents will appear on the screen. Select the documents you
wish to generate and click Finish.

New Document Job Wizard x
= 4
d Select Documents or Packages for this Job
Available Packages (5) -
Attachment Category
itment Notification (FUF) Document -
= |_| Homfeowner Labor Agreement Document
® [ Loarf Transmittal (HI) Document
® [] NotglSecured ACH Document
® [ ] Testhag New formulas Document
-
Unavailable Packages (40)
Appliance Form Failed Rule 'Program = Start Up FHA or New Construction’ -
Borrower Affidavit Failed Rule 'Program = Start Up’
Certification of Rents Failed Rule 'Channel = Quick Start’ =
Commitment Notification Failed Rule 'Program = Rehab Emerg Q5'
Commitment Notification (CFUF) Failed Rule 'Program = Community Fix Up’ v
<] Back  Finish “} Cancel
_—
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5. After clicking Finish, the Order Documents dialog box will appear as shown below. Click the Refresh
button until the document package and package status states “Complete.” Then click the blue title
to open or print the documents.

Note: If any updates are made in the Commitment System (ex: change product, change loan amount,
etc.), you will need to generate new documents, following this same process listed above, in order to
see the changes in your documents.

Order Documents

) New eDelivery eClosing Distribute Create UCD Print & ship =) Refresh

EDelivery eClosing  Distributed Contains €D Print & Ship  Package Statu UCD Queue Status

O O O O O Complete =

Job 1d Date ¥ Date
3421 Commitment Notification (FUF) 08-28-2019 4-0t 8/28/2019 4:08 PM  5/28/2019 4:08 PM

A
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Updating or Changing Pricing on a Locked Loan

This section describes how to change loan pricing when a loan is in a locked status. Some examples of

changes that would require a loan to be re-priced:

e Program changes (see page 30)
e Changesinterms

e Lien Type

e Secured/Unsecured

e ACH/Non-ACH

Open the loan. (It will always open to the Loan Summary screen.)
Check the Change Pricing box.
CIicf Save Loan (Lock Status will switch from Locked to New).

LoangSummary -
Homeflmprovement

o

Actions

4000004847 | Registered | Locked
Save

'Add Application

Loan
Program| Fix Up v | Product | Fix up +1| Lock Expiration Date 14/201 16
Loan Arffount .. |8.000.00 Term (Months) 120 Interest Rate 4.6250%
P&l 83.15 | 1s This a Contract For () Yes (&) No Contract for Deed Holder
Deed?

Does he First Mortgage () Yes @ No Date of the Balloon mm/dd/yyyy ‘.6‘ 1s The Property Subject ( Yes () No
Contgh a Balloon Payment To a Reverse Mortgage?

|21.00 | AcH Non-ACH - Secured / Unsecured Secured - Lien Type |First -

Loan Cancellation Reason -

Re-Lock HI Loan | |

Click on the ellipses {...) to open the Product and Pricing Wizard.

Loan Summary - ﬁ

Home Improvement 4000004847 | Registered | New
\ Actions

ISRl Add Application

Loan —

Program Fix Up v | Product ‘ Fix Up I ‘I“"k Expiration Date 4 ,'6|
A=
Loan Amount . |8.000.00 Term (Months) 120 Interest Rate 4.6250%
23 83.15 Is This a Contract For () Yes (&) No Contract for Deed Holder
Deed?
Does the First Mortgage O Yes ® No Date of the Balloon mm/dd/yyyy 16| Is The Property Subject () Yes (&) No
Contain a Balloon Payment To a Reverse Mortgage?
Payment? il
cLv [21.00 | AcH Non-ACH - Secured / Unsecured Secured v Lien Type First v
Cancel Loan (] Loan Cancellation Reason -
Change Pricing O Re-Lock HI Loan
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5. Navigate to the Product & Loan Information — Home Improvement screen.

6. Update the loan information as applicable (se
etc.)
7. Click on Next.

cured to unsecured, ACH to Non-ACH, term, products,

Products And Pricing Wizard

Property & Loan Information - Home Improvement
=) D Subject Property Information

Client Selection

Property Street | 663 Robert 5t 5

Borrower Information - Home Impro

Is This a Contract For Deed () Yes (#) No
Does the First Mortgage Contain 2 Balloon Payment?

Is The Property Subject To a Reverse Mortgage? () Yes (#

N Property City St Paul ~ | Zip Code | sf1o7 County RAMSEY ~ | state MN ¥
Bropery Rllsanintormation Dame | census Tract Target/Nonfarget ~ | Property Identification
s Number (PID)
epairs unds -
Praperty Type Single Family Detached « | units 1 | Year Built 1888 Estate Will B Held In Fee Simple -
Product Validation
Property Value 240,000.00 Valuation Mithod -
Product Selection perty |panomme [Tax Assessment " |
Legal Description blah blah blah
Loan Information l
Program |Fix up - |lSeDurﬁd.’Unsetured [unsecured ~ ~ ‘IL\enType None -
Loan Amount 8,000.00 Term (Months) [120 | erv |21.00 | AcH  |non-ack~ |

Contract for Deed Holder | |

Date of Balloon Payment

<] Back “) Cancel

| 2> Next I |=] save and Exit

8. Once all updates have been completed, navig

ate to the Product Validation screen.

a) Inthe Product Validation screen, select the correct term and check 60 days under the lock

period column.
b) Click the Run Eligibility icon.

| Products And Pricing Wizard
Product Validation

Wizard Navigation A Eligibility Criteria

Client Selection Mortgage Types Terms Lock Periods Rate Types
Borrower Information - Home Impro )
[_] Conventional ] 5 Year O1s V] Fixed
Demographic Information [ FHA [ 10 Year 30 ] ARM
Property & Loan Information - Home| | [ | va [] 15 Year [Jas
Repairs & Funds [_| USDA/Rural Housing Service  [v/] 20 Year [v1 60
& [¥] Portfolio [[] 25 Year 190
Product Selection Llianyeay (122D
] 180
Loan Information Loan Characteristics
Borrower Goal Assumable ~ | Prepay [ - |
Target Price Demand Feature ~ | Construction ~ |
Monthly Debt Finance Charge Refundable| v | Buydown L |
Monthly Income c -
Annual Taxes Lte Charge .
Annual Insurance
Interest Only v
Monthly HOA
& Balloon ([ =
Waive Escrows =
33 Run Eligibility Cancel
Taxes and insurance not included on second lien loans.
[_] only Show Selected Sorting: PITI(y Rate(y APR(y Fees(y Cash toClose (y
4 Valid Products (0/0)
4 Conditionally Valid Products (0/0)
¥ Invalid Products (0/0)
“ m »
<l Back L>> Next Save and Exit
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9. If all information is entered accurately, a list of valid products will appear.
10. If the validation fails, errors will be listed under the Invalid Products. Click the down arrow under the
product you are using to view a list of the errors.

Products And Pricing Wizard

Product validation

Wizard Navigation LJ180 -
Client Selection Loan Information Loan Characteristics
Borrower Information - Home Impro| oo <] Assumable \ | prepay \ -]
Demographic Information 1
orep Target Price 100 Demand Feature L ~ | Construction L v
Property & Loan Information - Home| 3
i . Monthly Debt $0.00 | Finance Charge Refundable ~ | Buydown | M|
Repairs & Funds Monthly Income $0.00 Convertible -
Product Validation L J
Annual Taxes $0.00 ]
Product Selection EREE: L T
Annual Insurance $0.00 il
Interest Only L v
Monthly HOA
Balloon | v
Waive Escrows U
}a Run Eligibility Cancel

Eligibility Results 9/9 * Taxes and insurance not included on second lien loans.

[] only Show Selected Sorting: PITI(y Rate () APR(y Fees(y CashtoClose (%

- #  valid Products (0/9)

Conditionally Valid Products (0/9)

4 Invalid Products (9/9)

- Accessibility Loan

Guideline grid evaluation failed: Validate the Loan Amount entered.

Guideline grid evaluation failed: Accessiblity Repairs are required for the selected Product.

Guideline grid evaluation failed: ACH is not allowed for this product.

Guideline grid evaluation failed: 0139-00: Property Year Built is blank or appears to be incorrect. Please update in property information.

v |_| City of Brooklyn Center 18
v [_] City of Crystal 18

v City of Oakdale

v City of Richfield 17

v Discount/VAS Select Cities 18

2] Back L2 Next B Save and Exit “) Cancel

o Navigate back to the appropriate screens and correct the information entered. Then click back
to Product Validation and click the Run Eligibility button again. Repeat this process until all
errors are cleared.

Products And Pricing Wizard

Product Validation
Wizard Navigation & Eligibiity Criteria

Client Selection

Run Eligibility

Borrower Information - Homeowners,| INARISRIEND

Demographic Information Eligibiity Results 3/3 * Taxes and insurance not included on second lien loans.

Property & Loan Information - Hom

Wi b S ntovieibaiciet iz mf Only Show Selected Sorting: PITI gy Rate g APR(g Feesig Cashto Close g

Prcing #) Valid Products (1/3)

Rate Lock ¥ || Fannie HFA Preferred Rate: 31.125% APR: 31.1302% Price: 101.5  PITI*:$2,728.20 Fees: $1,232.10 Cash To Close:$6,227.15 | Select | | View Pricing

Product Selection
#) Conditionally Valid Products (0/3)

¥ Invalid Products (2/3)

< Back L Next [~ Save 3nd Exit 4 cancel
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e C(Click on Select to select a valid product.
Click on Save and Exit to leave the wizard

11. Check the Re-Lock HI Log

12. Click Save Loan.

n box.

Loan Summary -
Home Improvement 4000004847 | Registered | New

Actions
Mountain, sunny LT

Loan
Program FxUp v
Loan Amount . [8,000.00

pal 831

[Fix up 72| Lock Expiration Date 14/2019 -~
120 Interest Rate . |a.6250%
O Yes (® No Contract for Deed Holder i

Does the First Mortgage () Yes (®) No mm/dd/yyyy 16 ‘ Is The Property Subject ( Yes () No
Contain a Balloon To a Reverse Mortgage?
Payment?

cv 21.00 ACH

Cancel Loan (]

Unsecured - Lien Type None )

Re-Lock HI Loan

Change Pricing (&)

Loan Summary -
Home Improvement
Mountain, Sunny Add Application
Loan Information -
Program |Fix Up v | Product Fix Up Wi Lock Expiration Date %6
Loan Amount & |8.000.00 | Term (Months) |120 ] Interest Rate 5.3750% |
Pal |86.04 | 15 This a Contract For Yes (@) No Contract for Deed Holder |
,,,,, }
Does the First Mortgage Yes @) No Date of the Balloon | menvdd/yyyy 10| 1s The Property Subject Yes (o) No
Contain 3 Balloon Payment To a Reverse Mortgage?
Payment? ™
anv |21.00 ACH Non-ACH . Secured / Unsecured |Unsecured  ~ Lien Type None -
Cancel Loan Loan Cancellation Reason | .|
Change Pricing ) Re-lock HILoan  |v]
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True & Certify

Note: Before completing the True & Certify process, review all the data fields in the Loan Summary
screen for accuracy and update/correct the data where necessary. Best practice is to have the closed
loan file in front of you to verify all information entered in system matches the closed loan file.
Complete the True & Certify screen after the loan has closed. Once this process has been completed
you will no longer be able to make any updates. It’s important to ensure that all information is
accurate before completing the True & Certify process.

1. Click on True & Certify on the column on the left side of the screen.

Loan Summary - Home Improvement

True & Certify - Home Improvement

Products and Pricing Validation

Borrower Information - Home Improveme
Demaographic Information

Property & Loan Information - Home Impr
Repairs & Funds

Funding Details

Dates

2. Complete the applicable fields:

Close Date

Rescission Date, for secured loans (must be 3+ days after close date)
First Payment Date (must be 20-45 days from note date)

Loan Amount

Closed Loan Interest Rate

O O O O
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(Next Payment Date and Maturity Date will auto-populate)

True & Certify

f

Program Pricing Displayed Below

Program |Fix up |
Product | Fix up |
Lien Position [subordinate -]

Locked Rate 2.0000%

Term [120 |
Lock Expiration Date | z)

Interest Rate Exception Request

By clicking on the "Approve" button below, I certify the following:

All information provided in the Minnesota Housing commitment system is true and

accurate.

The data that has been entered in the system represents the final loan transaction as
approved by the lender and reflected in the loan documents executed at closing.

The loan is in with all
procedures.
All required documents have been executed.

The loan is in with all laws and

Approve O True & Certify Date |

Certifier | |

Housing manuals, policies, and

{ Enter Final Information below:

Close Date | 12102018 2

Rescission Date |12/132008  [5])
First Payment Date | 2/1/2019 2|
Next Payment Due |3/3/2019 2
Date ——
Maturity Date | 1/1/2029 2|
Loan Amount | 10,000.00 |
Actual (Closed) Rate 2.0000% |
pal 91.90 |
Annual Program |75,000.00 |

Qualifying Income

. J

Reminder: you must upload your complete closed loan file within 48 hours of certifying your loan.

Note: Best practice is to have the closed loan file in front of you to verify all information entered in the

system matches the closed loan file.

3. Program eligibility income is pre-populated from what was entered in the system earlier. Verify

the eligibility income is correct and update if needed. (Note: qualifying income determines

program eligibility)
4. After updating the information on the screen, check the Approve box (the lender certifies the

information entered is correct).

By clicking on the "&pprove” button below, I certify the following:

All information provided in the Minnesota Housing commitment system is true and
accurate.

The data that has been entered in the system represents the final loan transaction as
approved by the lender and reflected in the loan documents executed at closing.

The loan is in compliance with all applicable Minnesota Housing manuals, policies, and
procedures.

All required documents have been executed.

The loan is in compliance with all applicable laws and regulations.

True & Certify Date

Approve [+

|

Certifier | |

Reminder: you must upload your complete closed loan file within 48 hours of certifying your loan.

5. Click Save in the upper right corner.
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After clicking Save, the loan status will change to Lender Certified, the True & Certify Date populates,
and the User’s ID is populated next to Certifier.

4000005208 | Lender Certified | Locked : I .]

Actions Save

True & Certify - Home
Improvement

Nikki, Nelson Add Application

Program Pricing Displayed Below Enter Final Information Below:
Program |Fix Up v J Close Date [8/1 28 \
Product IFix Up | Rescission Date [ 8/12 2019 I.Bi
Lien Position |Subordinate v ‘ First Payment Date | 9/16/201 28 \
Locked Rate . |4.7500% | Maturity Date | 8/16/2 28|
Term I 180 ‘ Loan Amount 2 |20,000.00 J
Lock Expiration Date | 8/26/2( 28 ‘ Actual (Closed) Rate . |4.7500% \
|| Interest Rate Exception Request P&I |155.57 \
Annual Program 1125,900400 \

Qualifying Income

By clicking on the "Approve" button below, I certify the following:

All information provided in the Minnesota Housing commitment system is true and
accurate.

The data that has been entered in the system represents the final loan transaction as
approved by the lender and reflected in the loan documents executed at closing.

The loan is in compliance with all applicable Minnesota Housing manuals, policies, and
procedures.

All required documents have been executed.

The loan is in compliance with all applicable laws and regulations.

Approve v True & Certify Date

Certifier iMark Baier ‘(

Reminder: you must upload your complete closed loan file within 48 hours of certifying your loan.

Note: After completing the True & Certify process, you must upload and attach a copy of the closed
loan file into the system. See Attachments section for instructions on uploading documents.
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Attachments

Follow the steps below to attach the closed loan file.

1. Inthe Actions menu, select Attachments.

True & Certify - Home ﬁ ]
Improvement 4000005208 | Lender Certified | Locked 1]

__Actions

Nikki, Nelson Add Application

Program Pricing Displayed Below Enter Final Information Below:

Program ‘Fix Up & l Close Date [ 8/1 ) 28 ‘
Product [Fix Up | Rescission Date B B
Lien Position lSubordinate v | First Payment Date . I? 2'8
Locked Rate . |4.7500% - '| Maturity Date [ 8/16/2034 - ‘
Term ‘ 180 | Loan Amount . |20,000.00 ‘
Lock Expiration Date ?;‘,I Actual (Closed) Rate ‘I'4.7500% ‘

Interest Rate Exception Request PRI |7155-57 BB ‘

Annual Program |125,900.00 ‘

Qualifying Income

By clicking on the "Approve" button below, I certify the following:

& Products and Pricing

All information provided in the Minnesota Housing commitment system is true and
accurate.

The data that has been entered in the system represents the final loan transaction as
approved by the lender and reflected in the loan documents executed at closing.

Order Documents

The loan is in compliance with all applicable Minnesota Housing manuals, policies, and
procedures.
All required documents have been executed.

The loan is in compliance with all applicable laws and regulations.

Approve v True & Certify Date
Certifier Mark Baier
Reminder: you must upload your c || 1 d loan file within 48 hours of certifying your loan.

The Attachments dialog displays.

Attachments

A Attachment Upload for 4000003647

File | | Browse

Category | M|

Comments | | i upload

Attachment Name Category Attached Date Attached By Comments Delivery Status.

! Resubmit | < Refresh

| Close
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2. Click the Attachments Upload caret, as shown below.

Attachments

n Attachment Upload for 3000002424

File | J ~ Browse
Category L o
Comments | J Upload
Attachment Name Category

Click the Browse button to select an attachment.
In the Category drop-down list, select a category.
You can enter a comment in the Comments field.

o v kW

Click Upload. File will show under the attachments dialog box as shown below.

f Attachments

~  Attachment Upload for 4000003647
File |Last MName_Closed Loan File.pdf |  Browse
Category |Closed Loan File v |
Comments ILast Mame_Closed Loan File 1/2/2019 1 Upload _ @—
Attachment Name Category

i Attachments

~ Attachment Upload for 4000003432
File | | Browse

Category | - ‘

Comments L Upload

Last Name_Closed Loan File. pdf (ClosedloanFle  1/2/20199:38AM  Justn Evemson -+

Resubmit | =] Refresh

| Close
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How to Cancel a Loan

1. Open the loan. (It will always open to the Loan Summary screen.)

B Q

4000005612 | Registered | Locked

Loan
My Tasks ook
Pipeline Vista
Announcements an Amount

L

PRI

Loan Summary - Home Improveme

True & Certify - Home Improvemer

Products and Pricing Validation

Does the First Mortgage
Contain a Balloon

< Payment?

Borrower Information - Home Impr

Demographic Information cLv

Property & Loan Information - Hom |  c,ncel Loan

Repayrs & Eitads Change Pricing

Funding Details

Fix Up | Product | Fix up || Lock Expiration Date 2010 [
. |35,000.00 Term (Months) 240 Interest Rate 4.7500% ]
. 22618 IsThis a Contract For () Yes (®) No Contract for Deed Holder

Deed?

O Yes ®) No Date of the Balloon

mm/dd/yyyy

Is The Property Subject () Yes (®) No

Payment

=) Loan Cancellation Reason

Re-Lock HILoan | |

Secured / Unsecured

To a Reverse Mortgage?

Lien Type

Secured ¥

Subordinate

Borrower

i Borrower
Mortgagors || First Name
Lock Extensions Middle Name
Final Documents Last Name
Document Tracking Name Suffix
Servicer Information son

Underwriting Conditi
i Marital Status
Quality Control
Will Occupy Subject
Seasoned Home Improvement

Sean

Combs

895-63-2152 B
Unmarried -

®) ves () No

First Name

Middle Name

Last Name

Name Suffix

SSN

Marital Status .

Will Occupy Subject ) Yes (U No

Property Property
Home Improvement Base Rates. Date of Birth 10/16/1970 o Date of Birth mm/dd/yyyy 16|
Loan Tasks Phone Number (321) 432-5556 | Phone Number
Status History TransUnion 750 TransUnion |
Experian 780 Experian
Equifax 750 Equifax
Borrower Credit Score 750 ‘ Borrower Credit Score
No Credit Score =] No Credit Score
2. Click the Cancel Loan check box.

3. Select a Loan Cancellation Reason from the drop-down list.

4. Click the Save button

Loan Summary -
Home Improvement

to cancel loan.

Combs, Sean dd Applicatio!
Loan Information
Program Fix Up + | Product Fix Up Lock Expiration Date 10/15/2 16
Loan Amount .. |35,000.00 Term (Months) 1240 Interest Rate 4.7500%
P&I L |226.18 Is This a Contract For ) Yes (®) No Contract for Deed Holder ‘
Deed?
Does the First Mortgage () Yes (® No Date of the Balloon mm/dd/yyyy 1'5 J Is The Property Subject () Yes (®) No =
Contain a Balloon Payment To a Reverse Mortgage?
Payment?
— — . L0 ACH v Secured / Unsecured Secured v | Lien Type Subordinate -
Cancel Loan I Loan Cancellation Reason, v |
EHange Fncnng Re-Lock HI Loan (-} Income Eligibility
Improvement Type Not Eligible
Borrower Information tion
Borrower went to a different lender
First Name ‘ Sean Other
Middle Name [ Project Cancelled
Last Name Combs Lock Expired
Lender Retained - Cancel —
Name Suffix | | | |

ELC_Lender_JobAid_HI_System_Guide

36 of 43

11/14/2019



MINNESOTA HOUSING — HOME IMPROVEMENT SYSTEM GUIDE

5. The Loan will be listed as Cancelled at the top of the screen.

4000005612 | Cancelled | Locked

Product Fix Up -+ | Lock Expiration Date 10/15/2019 16
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How to Extend a Rate Lock

1.

Open the loan.

2. Navigate to the Lock Extensions screen on the left menu.

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Impi
True & Certify - Home Improvegfnt
Products and Pricing Validatioj
Borrower Information - Homgf Improvei
Demographic Information,
Property & Loan Informgfion - Home In

Repairs & Funds

Funding Details

Dates

Mortgagors

Document Tracking

Servicer Information

Underwriting Conditions

Quality Control

Seasoned Home Improvement

Home Improvement Base Rates

Loan Tasks.

Status History

Loan Information

n Summary -
e Improvement

40000051958 | Registered | Locked

-

Loan Amount

P&l

Does the First Mortgage
Contain a Balloon
Payment?

cLrv 87.55

Fix Up + | Product
12,000.00 Term (Months)

4 [93-34 1s This a Contract For

Deed?

Date of the Balloon
Payment.

) Yes (® No

| AcH |Non-ACH -

Cancel Loan

Change Pricing

L Loan Cancellation Reason

] Re-Lock HI Loan [ |

Secured / Unsecured

| Fix Up

180

() Yes (®) No

| mm/ddryyyy

Secured  ~ |
B

Name Suffix
SSN
Marital Status

will Occupy Subject
Property
Date of Birth

Phone Number

TransUnion

Borrower
First Name Nicole
!l Middle Name e ——|
Last Name Nikki

111-11-1111
Unmarried v

(®) Yes () No

3/23/1976 2

(123) 123-1234

|777 |

Lock Expiration Date

Interest Rate

. |4.7500%

Contract for Deed Holder |

Is The Property Subject
To a Reverse Mortgage?

Lien Type

Subordinate -

Borrower

() Yes (®) No

First Name

Middle Name
Last Name
Name Suffix
SSN

Marital Status

Will Occupy Subject
Property
Date of Birth

Phone Number

TransUnion

| -
O Yes U No

mm/dd/yyyy

3.

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Improvement
True & Certify - Home Improvement
Products and Pricing Validation
Borrower Information - Home Improver
Demographic Information

Property & Loan Information - Home In
Repairs & Funds

Funding Details

Dates

Mortgagors

Nicole

Nikki,

Proposed Lock

Lock Extensions

Add Application

From the drop-down menu, select the length of the lock extension.

4000005198 | Registered | Locked

Days to Extend Lock

Proposed Lock Exp Date

Current Lock Information

Days to Extend (Minnesota Housing) 15

igger Lock Extension [ |

Lock Effective Date

# Extensions Applied

22| Lock Expiration Date

i Total Days Extended
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4. Check the Trigger Lock Extension box and hit Save.

Lock Extensions

4000005198 | Registered | Locked
Actions

TRl Add Application

Proposed Lock

Days to Extend Lock 15

Days to Extend (Minnesota Housing) ‘

Proposed Lock Exp Date 2l Trigger Lock Extension

%]

Current Lock
Lock Effective Date ‘ 21/2019 ,‘5‘ Lock Expiration Date /2012019 ,'ﬁi
# Extensions Applied [ | Total Days Extended [ |

5. The loan status will change from Locked to Lock Extended.

4000005198 | Registered | Lock Extended
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How to add more than two borrowers to a loan transaction

Note: You can add additional borrowers when you create a loan or later in the process.

1.

Open the loan.
2. Click the ellipsis to open the Wizard.

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Improvement:
True & Certify - Home Improvement
Products and Pricing Validation
Borrower Information - Home Improve
Demographic Information

Property & Loan Information - Home Ii

Repairs & Funds

Funding Details

Dat

. Macklemore, Jake | Macklemore, Suzie ¥

Loan Summary -
Home Improvement

Add Application

Loan Information

4000005898 | Registered | Locked

Product

Program |Fix up - Fix Up
-

Loan Amount 4 |20,000.00 Term (Months) 240

P&l i [131.99 Is This a Contract For ) Yes (® No

Deed?

Does the First Mortgage O Yes ® No Date of the Balloon mm/dd/yyyy

Interest Rate

Lock Expiration Date

Contract for Deed Holder

23 | Is The Property Subject

Contain a Balloon Payment
Payment?

cv 20.00 ACH |Non-AcH - Secured / Unsecured Secured - | Lien Type
Cancel Loan | Loan Cancellation Reason M

Change Pricing m] Re-Lock HI Loan | |

Borrower Information

Borrower Information

To a Reverse Mortgage?

| Subordinate Y

2'3‘

| 5-0000% J
L

O Yes (¢) No

3. Navigate to the Borrower Information tab and check the box below to add more than two

borrowers to a loan.

Products And Pricing Wizard

Wizard Navigation

Client Selection
Borraver nformation - Home Impro
Demographic Information
Property & Loan Information - Home
Repairs & Funds
Product Validation
Product Selection

Borrower Information - Home Improvement

Borrower Information

Borrower Information

Borrower Infnr\atinn

First Name Sean First Name
Middle Name Middle Name
Last Name Combs Last Name
Name Suffix Name Suffix
SSN 895-63-2152 SSN

Marital Status

Unmarried -

®) Yes () No

10/16/1970 |28
(321) 432-5556

Will Occupy Subject
Praperty
Date of Birth

Phone Number

TransUnion 750 TransUnion
Expenian 780 Experian
Equifax 750 Equifax
Borrower Credit Score 750 Borrower Credit Score
No Credit Score [ No Credit Score
Credit Score (All 720
Barrowers)

Marital Status

Will Occupy Subject
Property
Date of Birth

Phone Number

Check this box if there are more than two borrowers, Add an application for those additional borrowers from the loan summary screen. ¥ ]

Are There Cosigners For This Loan?

LJ

If using this system to generate Mortgage documents: click here to enter additional interested parties.

4 mn

L

| <] Back

2> Next

Jessica

232-32-6526
Unmarried -

#) Yes () No

| H Save and Exit “) Cancel

4. Click the Save and Exit button to create the additional screen to add more borrowers.
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5. Click on Add Application while on the Loan Summary screen.

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Impnwment!
True & Certify - Home Improvement
Products and Pricing Validation
Borrower Information - Home Improvei
Demographic Information

Property & Loan Information - Home In
Repairs & Funds

Funding Details

Dates

Mortgagors

Lock Extensions

Final Documents

Document Tracking

Servicer Information

Underwriting Conditions

Quality Control

Seasoned Home Improvement

Home Improvement Base Rates

Loan Tasks

4000005612 | Registered | Locked

Combs, Sean | Combs, Jessica l Add Application

Loan Information

Lock Expiration Date

Program Fix Up v | Product ‘I Fix Up
Loan Amount . |35,000.00 Term (Months) 200 Interest Rate . |4.7500%
P&l . |253.65 Is This a Contract For (U Yes (&) No Contract for Deed Holder

Deed?
Does the First Mortgage () Yes (8 No Date of the Balloon | mm/dd/yyyy | ;'s Is The Property Subject () Yes (&) No
Contain a Balloon Payment To a Reverse Mortgage?

Payment?

cLTv ‘;000 ‘ ACH |ACH v Secured / Unsecured éecurea v | Lien Type Suimrdinate v
Cancel Loan ] Loan Cancellation Reason v

Change Pricing ] Re-Lock HI Loan | |

Borrower Inf i Borrower

First Name Sen First Name Jessca [
Middle Name ] Middle Name [
Last Name | Combs Last Name | Combs |
Name Suffix = Name Suffix 7"
SSN 895-63-2152 SSN 232-32-6526

Marital Status Unmarried v Marital Status Unmarried v

Will Occupy Subject (®) Yes () No Will Occupy Subject (®) Yes ( No

Property Property

Date of Birth 10/16/1570 28 Date of Birth 10/15/1975 2
Phone Number (321) 432-5556 Phone Number | (651) 435-6598 7‘

6. Click on No

Name and then click the ellipsis to open the Wizard.

OB Q

My Tasks
Pipeline Vista

Announcements

Loan Summary - Home Improvement

True & Certify - Home Improvement
Products and Pricing Validation
Borrower Information - Home Improve!
Demographic Information

Property & Loan Information - Home In
Repairs & Funds

Funding Details

Dates

Mortgagors

Lock Extensions

Final Documents.

Document Tracking

Servicer Information

Underwriting Conditions

4000005612 | Registered | Locked

Combs, Sean |’ Combs, Jessica NoName ~* Add Application

Loan
Program Fix Up v | Product l Fix Up Lock Expiration Date
Loan Amount . |35,000.00 Term (Months) 200 Interest Rate . |4.7500%
23 L |253.65 Is This a Contract For () Yes (8) No Contract for Deed Holder i
Deed?
Does the First Mortgage (U Yes (&) No Date of the Balloon mm/dd/yyyy ;si Is The Property Subject () Yes (8) No
Contain a Balloon Payment To a Reverse Mortgage?
Payment?
curv [40.00 | AcH [acH +|  secured/ Unsecured Secured » Lien Type [subordinate  +
Cancel Loan O Loan Cancellation Reason | v
Change Pricing O Re-lockHILoan | |
Borrower Information Borrower

First Name Sen First Name [
Middle Name Middle Name |

Last Name Combs Last Name Combs

Name Suffix [ ——— Name Suffix ]

ssnN 895-63-2152. SSN

Marital Status Unmarried v Marital Status |Unmarried v
Quality Control 3 . . =

Will Occupy Subject (®) Yes () No Will Occupy Subject (®) Yes () No
Seasoned Home Improvement Property Property
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You can enter one or two additional borrowers.

Note: You can add up to 8 borrowers

Products And Pricing Wizard

Borrower Information - Home Improvement

Wizard Navigation ' Borrower Information

Client Selection
Borrower Information

| Borrower Information - Home Impro

Borrower Information

Demographic Information irst Name

Property & Lean Information - Home| | Middle Name
Repairs & Funds Last Name

Product Validation (s T
Product Selection

SSN

Marital Status

will Geeupy Subject
Property
Date of Birth

Phone Number
TransUnion

Experian

Equifax

Borrower Credit Score

No Credit Score

e |
—
N —
() Yes () No

mm/dd/yyyy [28

|
|
I
I
I

()

Credit Score (All
Borrowers)

720

s

|
viddle Name
Last Name
Neme Suffix
ssN
Marital Status -

will Geeupy Subject
Property

O Yes U No

Date of Birth mm/dd/yyyy [28
Phone Number

TransUnion

Experian \—I
Equifax

Borrower Credit Score \—I
No Credit Score (]

Client Selection
Borrower Information

Information - Home Impr

Borrower Information \

Check this box if there are more than two borrowers. Add an application for those additional borrowers from the loan summary screen. ]
Are There Cosigners For This Loan? |
If using this system to generate Mortgage documents: click here to enter additional interested parties. (]
< ] m .
<] Back 2> Next [=] save and Exit “) cancel
Products And Pricing Wizard
Borrower Information - Home Improvement
- Wizard Navigation s = i £

Demg.mphm Information First Name Sponge | First Name Sandy |
| Property & Loan Information - Hofje|  Middle Name Bob | Middle Name
Repairs & Funds Last Name Squarepants Last Name Squirrel |
| Product Validation Name Suffix [ Name Suffix
Product Selection :
SSN 999-99-9995 SSN 222-22-2222
Marital Status Married - Marital Status Married -
will Qecupy Subject (®) ves () Mo Will Occupy Subject (®) yes () No
Property Property
Date of Birth 10/28/1978 |23 Date of Birth Mi6r1977 [2a
Phone Number (320) 156-5426 | Phone Number (320) 156-5476 |
TransUnion 710 TransUnion 760
Experian 720 Experian 750
Equifax Equifax |
Borrawer Credit Score 710 | Borrower Credit Score 750
k Ne Credit Score | No Credit Score n
\ Credit Score (All |710
Borrowers)
Check this box if there are more than two borrowers. Add an application for those additional borrowers from the loan summary screen. (v
Are There Cosigners For This Lean? ||
If using this system to generate Mortgage documents: click here to enter additional interested parties. I

Lo Next

Save and Exit
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7. Click Next to complete the Demographic Information for the additional borrowers and then click

Save and Exit.

Products And Pricing Wizard

Demographic Information
- Wizard Navigation

Client Selection

Ethnicity: Check one or more

] Hispanic or Latino

§ [] Mexican O
Repairs & Funds

Product Validation
Product Selection

[w] Nt Hispanic or Latino

Ethnicity: Check one or more

« m D I« Hispanic or Latino

Demographic Information of the Co-|

Demographic Information of the Borrower

Puerto Rican

4 ‘Other Hispanic or Latino - Print origin:

Borrower

Cuban

For example: Argentinean, Colombian, Dominican, Nicaraguan, Salvadorian, Spaniard, and so on.

Race:  Check one or more

[¥]  American Indian or Alaska Native - Print name of enrolle

I

] Asian
] Asian Indian [J Chin
(] Japanese [] Kore_

O Other Asian - Print race:

For example: Hmong, Lactian, Thai, Pakistani, Cambodial

Black or African American

OcC

Native Hawaiian or Other Pacific Islander
] Native Hawaiian (] Guamaniano
] Other Pacific Islander - Print race:

For example:

i, Tongan, and so on.

White

&

Race:  Check one or more

1 American Indian or Alaska Native - Print name of enrolled 1 ¥

»
2> Next I save and Exi l ) cancel |

] Back |

You can see all the borrowers’ name across the top of the Loan Summary screen.

Loan Summary -
Home Improvement

Squarepants, Sponge | Squirrel, Sandy ¥

Loan Information

Fix Up v | Product
. |35,000.00 Term (Months)

Program

Loan Amount

Deed?

Does the First Mortgage

U Yes (&) No
Contain a Balloon

Payment

P&I L |253.65 Is This a Contract For

Date of the Balloon

| Fix Up

... | Lock Expiration Date

200

() Yes (®) No

Interest Rate

4.7500%

Contract for Deed Holder |

mm/dd/yyyy

23| Is The Property Subject () Yes (®) No

To a Reverse Mortgage?
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